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APPLICATIGN FOR RECORDS RETENTION SCHEDULE [ O T e e Ab aaRY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publlcatlon No. 76-—-RM~1 for instructions on completing this form. Forward signed ongma! to
. Department of Archives and History, Records Management Division, 330 Capitol Avenue At!anta, Georgia, 30334,

Attentlon Scheduling Section. ‘

. T T

[ FOR AGENCY USE 1. Agency Address " - FOR RECORDS MANAGEMENT USE
Application Date Comptroller General's Office . ' Application Number
State Fire Marshal's Office | ‘7 - Fb‘
—A——-'i“* ‘N"f‘*‘b‘a Mobile Home Division Dete A 394;1 l q O o ‘m“L——-
pplication Numbsr 7 Martin Luther King, Jr. Drive, SW te Recelv ‘ Date Completed
e Atlanta, GA 30334 I VA 7 1987 | WAY 25 1982
2. Parson to Contact Workmg Tltle Teiephone' Nﬁr?ber

Pete Paulsen ' Administrator, Moblle Home DlVlSlon 2064

= T T e T el iedriegd —— gl A e et et e L

3. Action Flequested
a. O Estapusn Retention Schedule; r@bord will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.
¢. @ Amend Application No. 73-140_____ Check One: &X Change; [1 Superceds; O Void _ e

4, Dates of Series T 5. Records Series Title (followed by title used in office; if different)

Earliest Latest _ '
| 9/6 8_#[ To_Date Inactive Mobile Home Manufacturers F:.les . o
6. Division and Office Function What is the function of the Division and the Office ir in whlch this record series is created? '

To administer The Unifofm Standards Code for Factory Manufactured Movable Homes Act. To
inspect and supervise the construction of mobile homes that are manufactureéd in and out of
state and are offered for sale in Georgia. To license, inspect, and monitor the mobile

home dealers and manufacturers in the State of Georgia. ' To inspect and monitor out of

state manufacturers. Reviews all plans, specifications, and test data submitted by mobile
home manufacturers. Assists plant personnel in correcting production procedures that

violate the Fire Safety Laws. 1Issue$ Code Certification Decals to mobile home manufacturers
Monitors mobile home complaints made by consumers against mobile home manufacturers and

dealers.
| 7. -Re;ordiiseries Descripfion This file contains the foilowmg documents (mclude form numbers and titles, if any): - T
S Attach samples of the file. X :

Documents relating to: The administration of the Uniform Standards Code for Factory
Manufactured Movable Homes Act. .

Included are: Copies of applications for license, {FM56), manufacturer's license
(FM58) , Mobile Home Manufacturer's Inspection Reports, decal invoice
forms and correspondence relating to decals, inspections, licensing
and complaints. Contains copies of Certificates of Compliance Forms
FM 57-B and copies of test data, plans and specifications submitted
by manufacturer. These manufacturers are no longer doing business

. in the State of Georgia and so have been declared inactive.

File is arranged: Alphabetically by name. )

8. Monthly Reference Rate How often are records referred to which are: T

One to six months oid ___TWice . Seven to tweive months oid ___TWice ; Thirteen to twenty-four monthsold — . ___;
twenty-five months and older___ +-..___ ? " ' - '

9. Annual Rate of Accumulation of Remrds : o
Letter-size drawers ... . _; Legal-size drawers __'_J;_...__,.; Shelves . ___; Other (specify) et e

AR—HSE-‘:I“i; ‘Rav. 78 {Qver)
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110. Questlonnatre & (P!ace_an “X* in the_groper oolumn) L

. Is this the official copy of the series? £ oas , r
if not. whereisit? . _ o ' . +

b, Does the series contain copfndenttal mformatron requiring secuntv handlmg? If yes, cite law or regulatgm

L -
L

| YES

be

A

ls this a vutal reoord? . _ -

d Does this series have hustoncal or Eong term research value? . O :

e et e

e. When one or two documents in the file make it necessary to keep the entire f:te for a long period, could these
. documents be schedyled separatelv? . .
j _Iithe information.contained in this series ever. nubhshgdz lf VeS. attach copy,. e
. s the ml’ormatlon contained in this series ever analyzed and/or recorded in a summanzed report?
_If ves, attach copv. . :
. Istherea duphcatuon of thls series in your offace or in another offwe or agency?
X | Ifves where? _ - -
| x l i ,,,Isjms series (ora maior pactzgn Qfﬂ)_reqularjmcmfllmed? e
X 1 i.. Does the record series result in a computer printout?

S

The following requires the series to be kept
&
— 0 _years,
— -0 . _years.
30 | _years.

11. Retention Requirements

a. State Law
b. Statute of limitation
c. Federal law

-_— 0 .. . .years,
— .0 __years,
— 0 . __years.

d. Audit period
e. Administrative need
-¥. Federal retention instructions

Attach copv or excerpt of laws or regulations. Explain administrative need.
Federal Register, Mobile Homes Procedural and Enforcement Regulatlons, Subpart H,

paragraph 3282.362 (ii) (d), attached.

The permanent record file shall be available during

the life "’_of the mobile home.

12. Annr-:wed D“PO:-I'!IO“ lnstructtons :

The life of a mobile home has been established at 30 years.

. —m——m—— s

This agency recommends that the file series be cut off at the end of each:

® Calendar Year;.O Flscal Year; EI Other —— then,
X Hold in the current filesarea . .month(s) __ L _____ vear(s); then

[ Transfer to local holding area, hold ___ .. .year(s); then

@ Transfer to State Records Center: hold 29 _ year(s); then

R Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify) '

These instructions appiy to all prior and future accumulations of the series.

i\_gency Head/Desxgnee {Sg_nature)

__Date

5:3#492.,

Records Man iement Officer (S.'gnature}

e e e

Stata Records Committes (Signature)

B L e WP

Recommendations in para-
graph 12 are approved.

(If disapproved, attach letter
of explanation.)

State Auditor/Designee '

Secret@%e/ Designee aw‘eﬁ/_ 7%

Attorney Generai/Desugnee
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re™ OFFICE OF BECRETARY OF STATE
- SL‘:E A p p ] 1 ca t" an f or DEPARTMERT OF ARCNIVEIE & NI13TORY ! P“IGE
- ciorsis RECORDS DISPOSITION STANDARD NECORDE' MABAGENENT DIYISION | |

FOR RECORDS MANAGEMENT DIVISTDI USE

. "
- T —
l _Appltc-uuu Date I[n‘.’kh(ﬂol : Sae saparate ingtructions for completion of

2-9-73 frone and reverae of this form. Sign origtnal and two copies Date Received Application o Vate Completed

2 .ll!ncy Appiication Po. and foruard to Department of Argcln'vu and Nistory, Attentign. MAR 6 1973 7\}"/%0 MAR 9 1973
Racorde uanag'uef:: Offié_l_r. L ~ A s 3 —
'_3‘AG!ICY. Diviston, Subdiviaion & Administering Office Addreas P"“’“ to Contact

Mobile Homes Branch Paula Mont

State Fire Marshal's Office TR T

Office of the Comptroller GeneralJ ‘ Steno IT 2065 "
T.ACTION REQUESiED

X ESTABLISH DISPOSITION STANDARD; [:] DISPOSE OF PRESENT ACCUMULATION;

RECORD WILL CONTINUE TO ACCUMULATE.

NO FURTHER ACCUMULATION ANTICIPATED.

.Earliest & latest |[9.FExact Series Title
Dates of Series

9/68 -- 12/72 Inactive Mobile Home Manufacturers Files

What is the function bf the office in which this record series is created?

1 0.

To administer The Uniform Standards Code for Factory Manufactured Movable
Homes Act. To 1nspect and supervise the construction of mobile homes that

; are manufactured in and out of state and are offered for sale in Georgia.

To license, inspect, and monitor the mobile home dealers and manufacturers

in the State of Georgia. To inspect and monitor out. of state manufacturers.
Reviews all plans, specifications, and test data submitted by mobile home |
manufacturers. Assists plant personnel in correcting production procedures
that violate the Fire Safety Laws. 1Issues Code Certification Decals to
mobile home manufacturers. Monitors mobile home complalnts made by consumers
against mobile home manufacturers and dealers. "

YT This file contains the following documents (include form numbers and tltles, if any,
and file arrangement ). :

1. These files relate to admlnistratlon of the Uniform Standards Code for .
S - “Factory Manufactured Movable Homes Act. : T
) 2 The files include copies of applications for license (FM56), manufacturer's
R license (FM58), Mobile Home Manufacturer's Inspection Reports, decal invoice
. . forms and correspondence relating to decals, inspections, licensing and
o P complaints. Contains copies of Certificates of Compliance Forms F M 57-B
: and copiles of test data, plans and specifications submitted by manufacturer.
- These manufacturers are no longer doing business in the State of Georgla and
. 80 have been declared inactive, P - i
.+ 3. The files are arranged alphabetically by name. }

—— P o —J/,—/

ATTACH SAMPLES OF THE FILE . -

. 1,2 . EQUTPHERT NCCHPIRD Mo, of Dravers Cu. Ft. of Records l . Wo. of Drawers Cu. Ft. of Records

AFRUAL RATE OF ACCUMULATION : N ‘
" »‘ 1/2 - 1

Com

Letter-site File Dravara

-

In oPticels) In Stormge Area{s)

Legal-nize File Drawers 1_ :Z Flaor Space Occupled (square Teet)

Thig Lest PrecedingfAil Prior

l!l?'l YesT's Year's Years'

. AVERAGE DATLY REFERENCES . |
1 0 0 0
. "——_J .

Pors: ARM-50-11 ¥
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QUESTIONNAIRE Place an "x" {; the proper coluan. 1If ansver i "Y!f"T ﬂe-n'l‘e (:lpl.ln | . —' ) YES NO
13, Is this the Record Copy!of the series? ' | ‘\[>d [ ]
14. Is there a duplication of this series in another office or agency? . ’ [ 1 ¥4
15. Is the information contedined in thls series ever summarlzed or publlshed7 1 4

Attach copy of summary or publication. :
16, Does the seriés contaln classified information’ requiring security handllng9 [ 1 M4
1T7. Deoes the series initiate, amend or terminate agency policies and procedures? [ ]
18. Could the function be performed if the files were lost or destroyed? > 1 1]
19. Is the series (or mejor portion of it) regularly microfilmed? If yes, why? [ 1 ¥
20. Does the record series provide data as input to an EDP file? [ 1 M
21. Does the record series contain documentation produced as EDP printout? [ 1 A
22. Has the Federal Government issued instructions governing the retention/dispo- [ ] [
sition of these files?
23. Will there be a need for these records 10, 15 years from now? If yes, what? [ 1 X
2h. REQUIREMENTS. The following requires the files to be kept .5__ ;yeafs:

a.[]STATE  b.[]STATUTE OF  c.[]AUDIT "_d.[]F'EDERAL e.MADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION - PERIOD LAW DECTSION | VALUE
(Cite Law, Statute, or other reason for the retention requirement)
It is sometimes necessary to check back on inspection reports in the case of
gquestionable mobile home fires due to construction, electrical, heating, or

‘ gas systems deficiencies.
25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -DMCALENDAR YEAR -~[]FISCAL YEAR -[]OTHER ) ___ ,then:

E:? Hold in the current files area " month(s)/ year(s):
} Transfer to [ State Records Center | } Local Holdlng Area; hold___4 year(s):

(Indicate briefly rationale for recommendations above/or write additional remarks):

5 . .4 Destroy. . _ o
%ﬁgﬁf[ ] Transfer tofSfate' Archivesd ‘for permafient rétentiofi. = -«  wim3 - @ "F- =% 7
"7 [ ] Destroy immediately after cut-off. '~  ~:i - a .
[ ] other: (Specify) . L ) | | , zi' _

kecords it O veer (37’9"72—“1’"“”). 2/ } }/J 5| OTHER REQUIRED STGNATURES DATE

14‘_." J‘

6. RecommendatwnsAgency Head/Designed '/ =
in paragraph 25[LX] Approved [ | Disapproved

2083

are: ate Auditor/Designee i’
' [\

[¢X Ppproved [ ] Disapproved 27273

STATE RECORDS | MSec of State/Designee v‘ ] W | y
COMMITTEE | SRLT ApBroved [ ] Disapproved saral l | 3—&—77

Attofney General/Designee | _ 3 -
L - Y1 Approved Disapproved MZM ; 32« 73_
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